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1* A review of the records management program in the 
■ jo / I area Indicates that substantial progress has been wade. 

Each flavor c Disorient has issued a directive el iahliahing t^e- 
program* ami has designated an Area tecorda Officer to ads&ii- 
is ter it. 

2. Haprowatatiwi of the Records mmgmmnt btaff have 
assisted these Area Officers im 

si. dey&lopinjg records disposition programs, 
h. Establishing ache ides for the deposit of 
vital rials $ 
c. Installing filing sy» terns 
J. i-'reparing' ntw and revised forms* and 
e. developing a reports manage r*nt program. 

1 separate area has been provided In the tenter for those re- 
cords which require special security measures. Thus* all reason- 
able facilities have been provided whereby the «rea Jteeoras Offi- 
cers can carry oat a tell integrated records naanagement program. 

3. -On I duly 1956* the offices in four ami had transferred 
16 971 cubic feat' of records to the Agency center, equivalent to 
the volume of 2*121 safe file cabinets costing over «66|,000. 
this progress is significant! but there are still over 50,000 
cubic feet of records in office space in your area. 'mny of these 
should be transferred to the Agency records muster* i bis can be 
iecoac>lished only by the Area records Officers ensuring that the 
records are retired in accordance with schedules that haw tmen 
developed,. 

h. X find that all of your Area Records Officers perform 
their work eredltably} but because of other duties none of them 
has been able to devote full time to records mnagenent* _ ^ he 
-present arrangement for part-time assignment in 0N& and OBI Is 
satisfactory! however* the Job ahead seems to Justify full time 
ass ii*iRTOtit9 in (lit* HCil* O r j.i* uiilt and 00. oili is the only Office 
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alth a records mnagewnt officer position identified on the 
Table of Organisation* 


The decords mnagesent, Staff will continue assist^ 

each area record officer as far as possible. depends 

f lh \^TXntToSt”ipS? ( T^ C X unrS^n i S«on B . 

the'Hccort. Ha^gc-wt Stoff, wr»- 

cilflf^plrtantty to discuss thU aspect -^ith you. .lease let 
ms* know also if f can be of farther assistance* 
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